
As a business owner, you wear many hats. You literally have to learn how to juggle a multitude

of tasks so that you're effective and efficient.

If you're not organized, tasks often pile up, paperwork may get lost and valuable time and

resources may be spent finding stuff. It weighs on you mentally, and may spill over into other

aspect of your life.

Being organized in your biz is a reflection of your inner world. When 

everything is chaotic around you, it's difficult to focus on the most 

important tasks. When your business is organized you'll feel more 

grounded and focused on what's most important.

Having good organizational skills is vital to any business. Developing 

systems that work for you is key to saving you time, energy and 

reduce stress levels.

Organizing your business may not be the highest priority, but 

it should be. It sets the tone for the rest of your business. 

Here are 5 tips you'll want to use to organized your business

to save you time, money and energy.  

Love, 
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How Organizing Finances Helps Women Entrepreneurs

 Grow Their Business and Maximize Profits 

ORGANIZE YOUR BIZ

Jana Groscost | CEO, Business Coach, Former Tax Accountant

For every minute spent in organizing, an hour is earned.   - Benjamin Franklin

Jana

Business BASICS
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Stop wading in an endless piles of paperwork

and start using a filing system that works;

whether it be a digital one or a filing cabinet

in your office, find a system that works for you.

Using neatly organized folders to keep track of

important bills or emails can save a

tremendous amount of time. Good

organizational skills can free up much-needed

minutes every day, and those minutes can

really add up fast! 
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TIP 1: TIME SAVERS 

In addition to organizing paperwork, it’s important

to organize your time. Your time is a valuable

resources. 

Managing your time allows you to focus on your

goals and provides perspective on your priorities.

Use techniques such as time blocking where you

set a timer for a specific period of time. That way

you dedicate time to multiple projects and actually

get more done. You'll be amazed at what you can

get done with 5, 10, 15 or an hour block of time. It

helps you be more efficient.

Use a calendar, planner, or digital alerts on your

computer or phone to keep all tasks so you stay

focused and on track. What is the best system? The

one you'll actually use.
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Tax time is stressful enough without tracking

down important documents. It's easy to forget

about certain expenses or events that could

cause you to pay more in taxes. Missing

documents can even lead to frustration and

additioinal taxes and/or penalities if your

business undergoes an audit. 

Using basic accounting software to track sales,

expenses, and receivables can help you save

time and energy during tax time. Remember to

keep your receipts, invoices and statements for

3 years from the date of filing your taxes.

You need both a filing system and a way to

track accounting to organize your business for

financial analysis and taxes. 
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TIP 2: TAX BENEFITS

Organize Your Information

What system are you currently using to manage your receipts, invoices, statements? 

What type of system would help you be more efficient and organized?

Who can help you stay on task - physical system or electronic?
  *Hint - Hire your kids, student or a neighbor to come in to scan all documents. Still retain the physical

   receipts, invoices and statements for 3 years in case of an IRS audit.
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TIP 3: FINANCIAL MANAGEMENT

Organization is the root of a stable business is financial management. Money is energy. You

are energy. Your business is energy. When your finances are organized you set yourself up to

receive more. 

Most people neglect money. They are too willing to turn over their finances to someone else. It

may not be your area of expertise, but it is your business. Even if you outsource to a

bookkeeper, review your transactions monthly. Look at trends in your spending and variances

bugdet. Having a handle on the financial aspect of your business could make or break your

business. 

Without a system that monitors receivables and payables, bills can go unpaid without notice, or

clients may not pay you. Staying on top of how much money is going in and out can help you

adjust what’s necessary to reduce spending and increase sales.

In our Money Mastery program, we work extensively on the "money story" and breaking through

emotional blocks, limiting beliefs, personal programming and family patterns related to money.  

Take classes on managing the financial side of your business - even if you turn your

bookkeeping over to someone else. Ulitimately, it's your business and your money.
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TIP 4: REDUCE STRESS 

Working in an unorganized environment can take an emotional toll. In my courses and coaching, it

is taught that optimizing your environment is vital to succeed. When your environment is chaotic, is

has a trickle down affect. It can cause you, employees and customers to feel anxious and

overwhelmed.

Consider organizing or re-arranging your work space to increase productivity and decrease

stress. Not knowing where to look for information, sorting through unorganized paperwork, and

dealing with the consequences of poor organization creates a stressful workplace. And that stress

may extend into the business owner’s life and lead to being overwhelmed and burned out.

Implementing solid organization systems will help reduce this stress and give you more time to

enjoy life outside work.

List 3 things you can do now to re-organize your space and reduce stress

 1.   _______________________________________________________________

 
 2.  _______________________________________________________________

 

 3.  _______________________________________________________________
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Without customers, you have no business. Repeat business is built on good customer service

and referrals. Now more than ever people are using their dollars as a way to support what they

value most.

If your business isn't well organized, your profits will suffer also. For example, if you have an

online store and the order processing system is difficult to work with, customers may shop

somewhere else. 

Good customer service begins with having systems that support their ability to purchase your

products or services. Being organized affects your customers too. You may be a Jane of all

trades, but customer service is vital!
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TIP 5: CUSTOMER SERVICE

Customer service review

Analyza reviews from your customers/clients. Be open to receive honest feedback without

taking it personally. Use it as an opportunity to review where you can do better. As you grow

and integrate customer suggestions, your customers will value your integrity and you'll attract

more customers and clients to you.
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Empowering women to dream bigger and live

bolder is my passion. Hi, I'm Jana Groscost,

business coach (former tax accountant) and

energy healer. 

For over 30 years I've been helping

entrepreneurs double, triple and 10x their

income. With my business skills, I help them

strategize a blueprint for success.

As an energy healer, I help clients

breakthrough limiting beliefs, emotions and

programming related to money & success.

As a single mom, saddled with $40k in debt, 

I know what it takes to get control of your life,

your finances and create your dream life.

With little support, I created a business that

allowed me time with my kids and for myself. 

My first goal was to replace my salary, working

20 hours a week. Nailed that the first year.

The next goal was to make twice as much

money working 20 hours a week. I achieved that

goal. I just kept playing with the hours I wanted

to work and the income I wanted to receive. 

Now, I'm the CEO of a seven figure business,

with a world-wide clientele. I offer an array of 

 coaching programs, courses & retreats. Learn

more at http://GoodVibeMoney.com or

htp://NewMoonManifesting.com

WHAT JANA OFFERS

HOW CAN WE HELP YOU?
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BUSINESS DEDUCTIONS CHECKLIST
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Bonu
s

Maximizing your business deductions (expenses) helps you save more of your hard earned

dollars. Learning what you can deduct and as you Organize Your Business, you'll be more likely

to capture all the expenses possible. As a disclaimer, I am not your accountant or your tax

accountant. Any advice provided here needs to be discussed with your tax profressional.

If your business manufacturers products or resells products, you would have Cost of Goods Sold.

____ Cost of Goods Sold - includes any materials, direct labor costs in manufacturing the

products, storage for inventory, freight costs for raw materials and manufacturing overhead such as

rent, utilities, insurance, etc.

General Business Expenses - often called Operating Expenses include:

____ Accounting expenses - for bookkeeping, accountant, CPA, tax prep, etc.

____ Advertising and Promotion (Marketing) for any expenses related to marketing your biz

____ Automobile exprenses - you can either use the direct method of writing off the actual

expenses of the business use of your car OR the milage method. Typically the milage method

provides the largest deduction. Each year the IRS changes the reimbursement rate for the milage

method. Do a quick online search for current year IRS milage rate reimbursement to find out what it

is. When using the milage method you'll want to keep a notebook or log in your car so you can

easily jot down the date, destination, beginning milage and ending milage. Tracking your milage

really adds up and could be sizable deduction.

____ Bank Fees - bank charges and fees paid for credit card sales

____ Computer and Internet Expenses 

____ Contract Labor - expenses for consultants or anyone paid as a non-employee, amounts paid

over $600 need to be send a 1099 at the end of the tax year

____ Depreciation Expense - a portion of fixed assets are written off each year. There are various

methods of depreciation depending on the cost of the asset, type of asset and IRS rules for length

of life of the asset. Your tax professional can advise as to the best option for your situation.

____ Dues - for memberships to professional organizations, etc.

____ Gifts - for clients and employees, most often limited to $50 for a single gift

____ Insurance Expense - various insurances may be necessary depending on the type of business

you have, some typical biz insurances are General Liability - covers any claims made from bodily

injury to someone (like a customer), property damage to someone personal property, personal injury

due to liable or slander; Commercial Property - helps protect your owned or rented office or

building; Worker's Comp - coverage for employees who may get injured on the job. There are

several other types of insurances, check with an insurance agent to determine your best coverage.
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Business Expenses Continued:

____ Interest Expenses - for interest paid on loans or business use credit cards

____ Janitorial Expense - for cleaning fees for your office

____ Licenses - business license, city license, county license, etc.

____ Meals & Entertainment - keep your receipts and good records for this one, writing on the

receipt who was present for this event and what was discussed. It's a big one for IRS audits, and

once they start digging and find discrepancies they dig deeper.

____ Office Supplies - cost of supplies for your business, ink, paper, pens, office kitchen supplies 

____ Payroll Expense - cost of wages for employees, such as business officers, office staff,

deduct wages for employees who are in manufacturing in Cost of Goods Sold

____ Payroll Tax Expense - employment taxes paid by the employer

____ Postage Expense - fees paid to mail items such as bills

____ Professional Fees - these could be expenses associated with maintain certain credential or

professional licenses such as for an attorney, CPA, nurse, doctor, etc. 

____ Rent - rent for your office, storage units, etc.

____ Repairs & Maintenance - expenses associated with getting items fixed in the office,

computer & office equipment repairs, etc.

____ Research & Development - expenses related to researching and developing products

____ Taxes - any taxes paid from your business such as state franchise fee or federal income tax

____ Telephone - office landlines and company cell phones

____ Training - employee & professional training for you and staff, business coaching, etc.

____ Travel - another category you want to keep well documented, keep receipts and write the

reason for travel. Keeping a simple expense summary for each trip is a great organizational tool.

____ Utilities - expense for office utilties

____ Website Expense - for all expenses associated with your website - domain names, hosting,

auto-responder, email, website development & maintenance, etc.

____ Business Use of your Home - this can be a significant tax deduction. It includes a

percentage of your rent/mortgage, utilities, maintenance related specifically to your business. For

example, if you had to modify your office to accomodate something for your biz, those expenses

may be deductible. The percentage deducted is determined by taking the square footage of your

office space divided by the total square footage of your home. Talk with your tax professional.

BUSINESS DEDUCTIONS CHECKLIST

9

Bonu
s

Tax laws and deductions are constantly changing. Check with your tax professional for adviceand other deductions.


